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Standard Day Off CY 2000
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2000 FEDERAL HOLIDAYS

DATE HOLIDAY DATE HOLIDAY

01 JAN 00 NEW YEARS DAY 04 SEPQO LABOR DAY

17 JAN 0O MARTIN LUTHUR KING SBIRTHDAY 09 OCT 00 COLUMBUSDAY
21FEB 00 WASHINGTON'SBIRTHDAY 11 NOV 00 VETERAN'SDAY

29 MAY 00 MEMORIAL DAY 23NOV 00 THANKSGIVING DAY
04 JUL 00 INDEPENDENCE DAY 25DEC00 CHRISTMAS DAY




EQUAL EMPLOYMENT OPPORTUNITY EVENTS

September-October

15 Sep- Higpanic Heritage Month, NJDMAVA. State, Technician, and
150ct AGR/TDG. Observance only.
1-29 Oct Nationd Disability Employment Awareness Month

November

1-30 Native American Indian Heritage Month. Observance only.
11 Veteran's Day




EQUAL EMPLOYMENT OPPORTUNITY
By MAJ Evelyn Torres, 562-0856

Dignity, Respect at Heart of Anti-harassment Plan

By Jm Garamone

American Forces Press Service

WASHINGTON, July 21, 2000 -- DoD has adopted an “overarching principle’ regarding al forms of
harassment - - including harassment based on sexud orientation, DoD officids announced July 21.
Defense Secretary William S. Cohen gpproved the Anti-harassment Action Plan and has forwarded it
to the services for implementation, said Bernard Rostker, undersecretary of defense for personnel and
readiness.

The planisthe result of alook at the military's“don’t ask, don't tdl” policy following the 1999 murder
of an dlegedly gay Army private at Fort Campbell, Ky.

DoD’ s overarching anti-harassment principle isthat “tregt- AFRTSTV Report: Dr. Rostker's
ment of dl individuas with dignity and respect is essantid to comments can be viewed at 28.8
good order and discipline. Mistreatment, harassment and in- Kbps or 56 Khps.

appropriate comments or gestures undermine this principle
and have no place in our armed forces. Commanders and leaders must develop and maintain a climate
that fosters unit cohesion, esprit de corps and mutua respect for al members of the command or or-
ganizetion.”

Rogker said the statement should make it clear to service members that military officidswill not tolerate
any kind of harassment. Further, the plan makesiit clear that DoD will hold commanders and leaders
accountable for any failures to enforce this plan.

The action plan reiterates the DoD’ s commitment to harassment-free environment, Rostker said. “To do
that, we have formaly extended the definition of harassment to include inappropriate comments and in-
appropriate gestures’ he said. Previoudy, only the Navy's definition of harassment included ingppropri-
ate comments and gestures.

“We have to be sendtive to name-caling sometimes things AFRTS Radio Report: DoD discusses
are said as banter that can be hurtful and congtitutes harass- Anti-Harassment Action Plan

ment,” Rostker said.
Service members have “an absolute right to a harassment- free environment,” he said. "In seeking that
right, they should never be asked about their sexud orientation.” In seeking an end to harassment, “they
have an absolute right to define any such question about their sexua orientation as ingppropriate and
decline to answer it.”

Rostker said the chain of command must dedl with charges of harassment. “We will hold them to that,”
he said. “The fact that a person is being harassed is enough to cause actions to cease that harassment.”
Air Force Undersecretary Carol DiBdtiste, chair of the commission that came up with the Anti-
harassment Action Plan, said other aspects of the plan will help commanders and leaders, at dl levels, to
prevent and eiminate future harassment.

The plan calls for the services to conduct homosexud policy training and measure the effectiveness of
that training. DiBattiste said the military should assess the effectiveness of training yearly and measure
sarvice members knowledge of the palicy, their behavior and the command climate.




EQUAL EMPLOYMENT OPPORTUNITY (cont.)

Under the plan, the serviceswill review dl “don’'t ask, don't tdl” policy training and anti-harassment
training programs to ensure they jibe with DoD’ s overarching principle and implementing directive.

DiBatigte said the plan calsfor dl service membersto be informed of dl confidentiad and non-
confidentid avenuesto report harassment. The only confidential avenues service members have are
through attorney-client privilege or through the clergy, she said. In most cases, the chain of command is
the preferred avenue.
The plan cals for the services to ensure that commanders and supervisors take appropriate action
againg anyone that condones or ignores harassment.
In addition to DiBattiste, the DoD working group that developed the action plan were: Stephen Preston,
Navy generd counsdl; Patrick Henry, assistant Army secretary for Manpower and Reserve Affairs,
Army Mg. Gen. Raymond Barrett, commander Fort Jackson, S.C.; Air Force Mg . Gen. John Brooks,
specid assgtant to the chief of staff; Rear Adm. William Putnam, with the office of the chief of Naval
Personnd and Marine Mg. Gen. Dennis McCarthy, director, Reserve Affairs Division.
Related Site of Interest:
DoD News Briefing, Bernard D. Rostker, USD (Personnd & Readiness), Chief of Staff of the
Army Generd Eric Shinseki and Under Secretary of the Air Force Carol DiBattiste, July 21,
2000




EQUAL EMPLOYMENT OPPORTUNITY (cont.)

DEPARTMENT OF DEFENSE ISSUES ANTI-HARASSMENT
GUIDELINES

Secretary of Defense William S, Cohen recelved and approved the Department of Defense working
group's action planto diminate al forms of harassment today. As recommended in the plan, the De-
partment adopted an "overarching principle" that emphasizes that harassment for any reason undermines
good order and discipline and has no place in the armed forces.

In addition, the Department intends to adopt the rest of the 13-point "action plan” that focuses needed
attention on the problems of mistrestment generaly and harassment of aleged or perceived homosexu-
asin particular. The plan ensures that commanders are ultimately respongible for training personndl on
the Department's anti-harassment policies and holding accountable harassers and those who tolerate
harassment. It dso clearly sates that information regarding sexua orientation is never necessary for a
harassment complaint to be taken serioudy. In that regard, it encourages the Services to teach al per-
sonnd, especialy supervisors, that persons who receive such complaints must not ask about sexud ori-
entation and persons who report harassment ought not disclose such information. Everyone must dso be
trained to understand the consequences of violating these principles.

A Department-wide directive will be issued outlining the key tenets of the overarching principle. 1t will
emphasize that mistrestment, harassment and inappropriate comments or gestures, including those based
on sexua orientation, are not acceptable.

Training and its effectiveness aso featured prominently in the working group's deliberations and recom-

mendations. One new initiative is the action plan's requirement that the Services must review their train-
ing programs annudly to ensure they contain al information required by law and policy. It aso requires
them to tailor their programsto their audiences. To measure training effectiveness and compliance with
DoD policy, the Services will be required to ensure feedback or reporting mechanisms are in place to
messure knowledge, behavior, and climate.

Under Secretary of the Air Force Carol DiBattiste chaired the working group which was established by
Cohen on March 24, 2000, to examine the findings of a Department of Defense Inspector Generd re-
port on harassment of military personnel who are aleged or perceived to be homosexua. The group
was comprised of senior civilian and military officials from each Service who met regularly for four
months to consder such issues as diminating mistreatment, harassment, and inappropriate comments or
gedures, training; reporting of harassment; enforcement of policies prohibiting harassment; and mees-
urement of anti-harassment program effectiveness.

In the course of its review, the working group requested and reviewed public comment, information on
individua Service anti-harassment efforts, and briefings on the DoD survey from the DoD Inspector
Genera and principles of behavior from the Behaviora Science Faculty at the U.S. Military Academy.
At Secretary Cohen's request, it dso considered the Army Ingpector Generd report of investigation into
PVT Winchdl's death. The working group's recommendations address problems regarding harassment
identified in the Army report.
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UNDER SECRETARY OF DEFENSE
4000 DEFENSE PENTASON
WASHINGTON, D.C. 20301-4000

PERGOMNMEL AND
REACIMESS

MEMORANDUNM FOR SECEETARY OF THE ARMY
SECRETARY OF THE NAVY
SECRETARY OF THE AIR FORCE
CHIEF OF STAFF OF THE ARMY
CHIEF OF NAVAL OPERATIONS
CHIEF OF STAFF OF THE AIR. FORCE
COMMANDANT OF THE MARINE CORPS

SUBIECT: Approval and Implementation of the Action Plan Submitted in Response 1o
the DaD Inspector General”s Report on the Military Envirooment With
Respect to the Homosexual Conduact Policy

On 24 March, Secretary Cohen established a working group, composed of senior
military and civilian representatives from each of the Serviges, to roview the DoDr
Inspector General's “Report on the Military Environment With Respect o the
Homosexual Conduct Policy.” The working group was also tasked to pn:pc_i.nac a draft
action plan outlining the measures necessary 1o address the findings of the report.

Secretary Coben received and approved the working group®s proposed sction plan
and has directed that it be forwarded to the Servicea for implementation. Ag Vou eieculs
this plan, please ensure that all personnel understand the importance of theze megsures.
They are critical to eliminating all forms of harassment and are essential o maintain the
good order and discipling necessary of our forces. My office will overses those tasks
required of the Office of the Secretary of Defense.

I appreciate your leadership and assistance in implementing the attacrhed action
plan.

[
,r"? RN Wcﬁ-}"—’

Attachment:
Ay stated




EQUAL EMPLOYMENT OPPORTUNITY (cont.)

Anti-Har assment Action Plan

General Recommendations:
1. The Department of Defense should adopt an overarching principle regarding harassment, including
that based on sexua orientation:

"Treatment of dl individuas with dignity and respect is essentid to good order and discipline.
Mistrestment, harassment, and inappropriste comments or gestures undermine this principle and
have no place in our armed forces. Commanders and leaders must develop and maintain a cli-
mate that fosters unit cohesion, esprit de corps, and mutua respect for al members of the com-
mand or organization."

2. The Department of Defense should issue a single Department-wide directive on harassment.
It should make clear that mistrestment, harassment, and inappropriate comments or gestures,
including that based on sexua orientation, are not acceptable.
Further, the directive should make clear that commanders and leaders will be held accountable
for falure to enforce this directive.
Recommendations Regarding Training:
3. The Services shdl ensure feedback or reporting mechanisms are in place to measure homosexua
conduct policy training and anti-harassment training effectiveness in the following three areas. knowd-
edge, behavior, and climate.
4. The Services shdl review dl homosexud conduct policy training and anti-harassment training pro-
grams to ensure they address the dements and intent of the DoD overarching principle and implementing
directive.
5. The Services shdl review homosexua conduct policy training and anti-harassment training programs
annudly to ensure they contain al information required by law and palicy, including the DoD overarch-
ing principle and implementing directive, and are tailored to the grade and responsibility levels of their
audiences.
Recommendations Regarding Reporting:
6. The Services shdl review dl avenues for reporting mistrestment, harassment, and inappropriate
comments or gestures to ensure they facilitate effective leadership response.
Reporting a the lowest level possible within the chain of command shall be encouraged.
Personnel shal beinformed of other confidentid and non-confidentia avenuesto report mis-
trestment, harassment, and inappropriate comments or gestures.
7. The Services shdl ensure homaosexud conduct policy training and anti-harassment training programs
address dl avenuesto report mistreatment, harassment, and ingppropriate comments or gestures and
ensure persons receiving reports of mistreatment, harassment, and ingppropriate comments or gestures
know how to handle these reports.
8. The Sarvices shdl ensure that directives, guidance, and training clearly explain the gpplication of the
"don't ask, don't tell,” policy in the context of receiving and reporting complaints of mistrestment, har-
assment, and ingppropriate comments or gestures, including:
Complaints will be taken serioudly, regardiess of actud or perceived sexud orientation;
Those recelving complaints must not ask about sexud orientation -- questions about sexud ori-
entation are not needed to handle complaints; violators will be held accountable; and




Those reporting harassment ought not tell about or disclose sexua orientation -- information re-
garding sexud orientation is not needed for complaints to be taken serioudy.
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Recommendations Regarding Enforcement:

9. The Services shdl ensure that commanders and |eaders take appropriate action againgt anyone who
engages in mistrestment, harassment, and ingppropriate comments or gestures.

10. The Services shdl ensure that commanders and |eaders take appropriate action againgt anyone who
condones or ignores mistrestment, harassment, and inappropriate comments or gestures.

11. The Services shdl examine homosexua conduct palicy training and anti-harassment training pro-
grams to ensure they provide tailored training on enforcement mechanisms.,

Recommendations Regarding Measurement:

12. The Services shdl ensure ingpection programs assess adherence to the DoD overarching principle
and implementing directive through measurement of knowledge, behavior, and climate.

13. The Sarvices shdl determine the extent to which homosexua conduct policy training and anti-
harassment training programs, and the implementation of this action plan, are effective in addressing

mistrestment, harassment, and inappropriate comments or gestures.
July 21, 2000

SUPPORT THE 2001 CFC CAMPAIGN

Once again the Combined Federd Campaign (CFC) ishere. The CFC isthe annua fund-raising drive
conducted by federal employeesin their workplace each fal. Each year Federa employees and military
personne raise millions of dollars through the CFC that benefits thousands of non-profit charities.

The CFC isthe only authorized solicitation of employeesin the Federal workplace on behdf of charita-
ble organizations. It has been authorized by Congress and is regulated by the Office Personnel Man-
agement. At thelocd leve it is managed and directed by a committee of federal employees. The cam-
paign isintended to reduce disruptions in the workplace by consolidating al approved solicitationsinto a
single, annud officialy supported campaign.

The New Jersey Army and Air National Guard every year participates in this program as an organiza-
tion. We need your support, let’s work together as an organization to make this year another success-
ful campaign. POC MAJEvelyn M. Torres— SEEM at 609-562-0856 or M Sgt Kathleen M cCready
at 609-562-0854, and Miss Victoria Snyder at 609-530-6731.

COMMON QUESTIONS CONCERNING THE COMBINED FEDERAL CAMPAIGN
1 Who runs the combined Federd Campaign?
The Office of Personnel Management (OPM) is responsible for the CFC throughout the country. OPM

sets forth-specific regulations, which regulates the campaign. Localy, a committee of federa employees
is charged with conducting the campaign among federa employees.
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2. How do charities become part of the Combined Federd Campaign?

Mogt charities that gppear in the campaign brochure are admitted by OPM. A local committee of fed-
erd employees decides which loca agencies are qudified to become apart of the campaign. All of the
charities must meet specific guiddines as determined by OPM.

3. When will payroll deductions (dlotments) sart?

All payroll deductions gart in January 2001.

4, What is the minimum amount | may give through payroll deduction?

The minimum for civiliansis $1.00 per pay. For military personnd the minimum is $2.00 per month.
Thereis no minimum on check or cash contributions.

5. The Combined Federa Campaign fundraising codts are too high.

The South Jersey CFC is among the mogt efficient fundraising organizations around. In last year’s cam-
paign, over 90% of every dollar contributed to the CFC went to human service agencies.

6. | want to be able to decide where my money goes.

Thisisnot aproblem. In fact, the CFC is a donor-driven campaign. All contributors are encouraged to
designate their giftsto agenciesthat are listed in the campaign brochure.

7. How do | know that my money redly getsto where | desgnate?

The organization that manages the CFC must, by regulation, forward your designation to the agency you
have chosen. Thisyear, as part of the pledge card, you may wish to fill out the contribution acknow-
ledgement portion of the pledge of the card. Thiswill be sent to the agency you designate and they in
turn will forward a thank-you letter to you.

8. | do not like a specific agency that is listed in the campaign brochure. How can | be assured
that my donation will not be sent to them?

The best way to make sure that contribution goes to an organization that you gpprove of isto desgnate
your contribution to a specific charity listed in the campaign.
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0. The Supergiver guideineistoo high.

No one can, or should, tell you how much to give. Thisisa persona decison only you can make. This
guiddine was devel oped by agroup of federd employees, and is only atool to help you decide. How-
ever, the CFC isthe only charitable campaign conducted at the federal workplace and, therefore, gives
you an opportunity to help those less fortunate than yoursdf.

10. | cannot afford it.

Payroll deduction lets you spread out your gift over the year. For the cost of a soda once aweek, you
can change someone' slife.

The agencies supported by the CFC are dso struggling with rising costs. These agencies perform serv-
ices both in good times and bad times. When people need help, they are there to serve.

A Contribution to the Combined Federal Campaign

$5.00 amonth will
» Vaccinate 300 infants againgt polio for life
» Provide agriculturd training to poor farmersin rurd Columbia

$8.00 amonth will
» Send one poor child to preschool for amonth.
» Provide home ddivered hot medsto an dderly shut-in for afull year.

$10.00 a month will
> Provide medica careto five individuas who are homeess
» Purchase awalker for a child with cerebral pasy

$15.00 amonth will
» Plant an acre of riceto feed afamily of five for 6 monthsin athird-world country
» Provide 6 months of nutritional medls for eight children in India

$20.00 amonth will
» Provide 45 days of emergency food and shelter for one homeless person.
» Get a“wating Child’ out of an inditution and into aloving family

$25.00 amonth will
» Immunize 300 third-world babies againg tetanus, a disease that kills children in poor country
» Provide room, board, and counsding for two weeks for amentdly ill personin residentia care
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BG HOLSEY A. MOORMAN DIVERSITY AWARD

1. Thisannua Award is named to honor BG Holsey A. Moorman, Deputy Adjutant General, who
served his State and Nation from April 1, 1994 through December 31, 2000.

2. Theintent of thisaward is to recognize the actions and accomplishments of that member of the De-
partment of Military and Veterans Affairs who most closdly reflect the standards and idedls st by Gen
era Moorman during his years of service.

3. The BG Holsey Moorman Diversity Award is presented to that individud who acts asarole
model and mentor to al employees of the Department of Military and Veterans Affairs.  To that indi-
vidua who most reflects the high mora character, leve of integrity, and patriotism shown by the mem-
bers of the 1¥ Separate Battalion; and who routindly places others before themsalves and works to
make the many diverse faces one department.

4. Thisaward will be presented annualy to the individua who most exemplifies his or her desiresto
improve divergty in the organization.

The person must have a minimum:

Two years of servicein the department

Supervisors recommendation and/or endorsements.

Record of active participation in department diversty activity

Acknowledged contribution to department of diversty, i.e. recruiting/hiring, promotion, reten-
tion, mentoring, community activity, membership in organizations that foster diversty.

Must be of character, which will lead to being considered arole modd.

Active mentor (civiliavmilitary).

Nominations will be submitted to HRO-EEO no later than 12 January of each year.




WHEN ISAN EMPLOYEE COVERED UNDER
WORKERS COMPENSATION
By Genie Giguere, 562-0864

An employee must be in the performance of duty to be covered under Federa Workers Compen
sation.

The following are frequently asked questions and the answer to those questions.

Isatechnician considered to bein performance of duty for compensation purposes 24 hoursa
day whilein travel status(TDY?

A technician in travel datusis covered 24 hours aday for al activities that are reasonably incident to
the employment being performed in such satus.

(If there is any question about whet is reasonable don't assumeit is, call this office and find out if
you're covered).

Isatechnician covered by compensation if injured while going to and from work?

Technicians are not generaly covered for injuries sustained before they reach or after they have left
Government premises. Exceptionsto thisrule iswhere the employee is required to travel during acur-

few or emergency, or when the employee is required to use hisher automobile during the day for work
related reasons. Again if you fed your injury is an exception cdl this office for guidance.

Arerecreational injuriescovered under Workers Compensation?

An employee is covered while engaged in recreation, which he/sheis required to perform as part of
training or assgned duties or which occursin pay satus. Technicians are dso covered under Physical
Training three (3) times aweek. Injury must have occurred under approved agency plan.

| satechnician cover ed while on 15-minute break?

Generdly spesking, if atechnician is on Government premises for the purpose of performing a
service and isinjured, there is coverage under Workers Compensation.

Isatechnician covered if injured while at lunch?

If the technician is on Government property for the purpose of performing aservice and isinjured a
lunch, coverage will be extended. Injuries which occur during lunch hour off the premises are not ordi-
narily covered unless the technician isin travel status (TDY) or is performing regular duties off prem:
iSes.

If you have any doubt that an injury is covered cal Genie Giguere at (609)562-0864 or DSN 944-
0864.
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EMPLOYEE RELATIONS
By SMSGT Kathy Christian, 562-0881

FEHB open season will be held from 13 November through 11 December 2000. During open sea-
son, any digible employee who is not currently registered may enroll; and any digible enrollee may
change from one plan or option to another, from self only to self and family, or make a combination of
these changes.

TSP open season begins on 15 November and ends on 31 January 2001. During open season, €ligi-
ble members may eect to begin contributing to the TSP, change the amount of your TSP contributions,
or alocate TSP contributions to your account among the three investment funds.

US Savings Bonds — The NJ National Guard has proudly offered US Savings Bonds for many years.

We provide this employee benefit knowing that US Savings Bonds are a good way to promote system-
atic saving. You have two choices when selecting bonds. We offer both the traditiond Series EE and |
Bond.

The new | Bond provides American with the opportunity to protect their savings from inflation. They
are 0ld at face value and grow with inflation-protected earnings for up to 30 years.  Both Series| and
EE Saving Bonds are free from state and local income taxes and Federa income tax can be deferred
until the bonds are redeemed or reach final maturity. Y ou should consider making US Savings Bonds
part of your savings portfolio.

Additiond information and enrollment forms have been widdy distributed.

HRO POC: SMSgt Kathy L. Christian, Employee Relations, (609) 562-0881.




EMPLOYEE RELATIONS (CONT.)

Monthly Returns
for C, F, and G Funds

Rates of Return were updated on October 10, 2000.

Lehman Brothers
C & P 500 F U.S. Aggregate G
Months Fund Stock Index  Fund Bond I ndex Fund

1995 (Jan. - Dec.)  37.41% 37.58% 18.31% 18.47% 7.03%
1996 (Jan. - Dec.)  22.85% 22.96% 3.66% 363% 6.76%
1997 (Jan. - Dec.)  33.17% 33.36% 9.60% 9.65% 6.77%
1998 (Jan. - Dec.)  28.44% 2858% 8.70% 8.69% 5.74%
1999 (Jan. - Dec.)  20.95% 21.04% (085%) (0.82%) 5.99%

1999 % % % %
October 6.34 6.33 .38 37
November 2.00 203 (0.0 (0.023)
December 5.90 (0.45) (0.48)
2000

January (5.03) (0.39) (0.33)
February (1.93) 122 121
March 9.74 132 132
April (2.98) (0.29) (0.29)
May (2.05) (0.03) (0.05)
June 244 207 208
July (1.56) 0.89 091
August 6.19 . 146 145
September (5.27) 64 .63
Last 12 Months* 13.19 7.05 6.99
Percentages in () are negative.

The C Fund isinvested in the Barclays Equity Index Fund, which tracks the S& P 500 stock index. The F Fund isin-
vested in the Barclays U.S. Debt Index Fund, which tracks the Lehman Brothers U.S. Aggregate bond index. The G
Fund isinvested in special issues of U.S. Treasury securities.

The monthly C, F, and G Fund returns represent net earnings for the month, after deduction of accrued administrative
expenses. The C and F Fund returns also reflect the deduction of trading costs and accrued investment management
fees.

The C, F, and G Fund monthly returns are dollar-weighted: they reflect net earnings on the changing balancesin-
vested during the month.

* TheC, F, and G Fund returnsfor thelast twelve months assume, except for the crediting of ear nings, unchanging
balances (time-weighting) from month to month and assume ear nings ar e compounded on a monthly bass.

The C and F Fund returns vary from the index returns because of C and F Fund expenses, changing balancesin the C
and F Funds, and differencesin returns between the Barclays funds and the underlying indexes. Theindex returns
are time-weighted: they assume constant dollar balances invested during each month and throughout the period.
Future performance of the three funds will vary and may be significantly different from the returns shown above. See
the "Summary of the Thrift Savings Plan” for detailed information about the funds and their investment risks.




EMPLOYEE DEVELOPMENT
By 2LT Devon Hanson, 562-0874

PERSONNEL SERVICES (ED)

" Wearein anew fisca year with the same old problems, no money. Asof Oct 6, there was il
no funding for technician training and travel. When we do get funding, there will be some things that
have to be taken into consideration: When amember registers for training they have to be aware of the
cancellaion policy of that company. Also, if thereisacancdlation | need to be made avare. | will
need a copy of the training certificate once training is complete

When requesting training on a DD FORM 1556, please attach information about the course.

I'm quoting the TAG when | say "training is not an expense its an investment.”" Invest in your peo-
ple and get them trained. The mission can only be accomplished through wdl trained individuds. Well
trained individuals make productive, efficient workers. They are more eager and enthusiastic about
trying new things and making suggestions. They become an assat that the guard can benefit from.

Please fed free to contact me for any training questions or issues. DSN 944-0874, COMM
609-562-0874.




MANAGEMENT SYSTEMS & SUPPORT
By LTC John Curl, Management Support Branch, 562-0882

“ITSTHAT TIME OF YEAR AGAIN I”

Every year around the October/November timeframe, the HRO receives an Army Manpower
Authorization Voucher (MAV) and an Air Manpower Resources VVoucher (MRV). The MAV pro-
vides the Authorized Endstrengths for both Technicians and AGR, the payroll dollars broken out by
AMSCO, the current Requirements by UIC, and the MLR percentages. The MRV provides the
Authorized Endgtrengths for Technicians and AGR, locd authorization redigribution (LARS), and a
summary by Program Element Codes. Often, an Adjusted Voucher that increases or decreases
authorizations will be received in the February/March timeframe.

Army Authorizations are distributed to each organization based on MLR, and are gpproved by the
corresponding Activity Manager. They become the standard used for providing manpower support
throughout the Fiscal Year. Air Authorizations are managed at the corresponding wing level.

If Supervisors have any questions regarding their Requirements, Authorizations, or funded percent-
ages, contact LTC John Curl at 609-562-0882.

“ WHY DO WE HAVE ‘Other Duties as Assigned ON OUR
POSITION DESCRIPTIONS and STANDARDS ?”
By CPT Bruce Protesto, Personnel Classification Specialist, 562-0873

“Other Dutiesas Assigned” isnot an Office of Personnd Management (OPM) requirement.  Chap-
ter 3 of the OPM Classifier's Handbook states:

“Because minor dutiesnormally do not affect the classification of the position, are
usually unimportant to work operations, and change frequently, it isgenerally not nec-
essary to mention them in the position description. A statement, such as* Performs
other duties as assigned, coverssuch situations adequately. Sometimes, however, mi-
nor duties can influence both grade and series deter minations and the qualifications
required for thework. In cases such asthese, what seem to be minor duties must be
described and evaluated.”

The decision as to whether or not to make “ Other Duties as Assigned” arequired statement on ajob
description is left to each proponent (i.e. Department of the Army, Navy, Air Force, efc.). The Na
tiond Guard Bureau currently requires that the statement “other duties as assigned” be on al job de-
scriptions, and has since the initia issuance of standardized (nationwide) position descriptions on 1 No-
vember 1970. The reason for requiring the statement is to establish the principle that the assgnment of
duties to techniciansis not limited by the contents of the job description.

For additiond information on mgor vs. minor duties, contact the Personnel Classification Section
(Management and Systems Branch) a HRO- CPT Bruce Protesto @ 609-562-0873 or SSgt Diane
Hess @ 609-562-0870.




MANAGEMENT SYSTEMS & SUPPORT (cont)

“UNCLASSIFIED CLASSIFICATION??2?2?"
By CPT Bruce Protesto, Personnel Classification Specialist, 562-0873

On occasion the classfication section is asked if we can provide an “ Unclassified Duties’ position.
The short answer is, “N0o”. It's not that we don’t want to help, it's smply that no such position exists!

All jobs within the Federal Government fall under Title 5 United States Code. That’ sthe Federd law
that covers the proper classfication and staffing of postions. These jobs, smilarly, have an officid Se-
ries, Title, and Grade, aswdll as an officid postion description. This would include temporary as well
as permanent and indefinite pogtions. The type of work an individua performs must be clearly spelled
out in order to know what series would best cover his position. Knowing this, as well as clearly defining
and ddineating aworker’ sdutiesis essentia to proper position management. Otherwise, there would
be no way of knowing which positions an organization could truly support.

Poor pogition management can not only lead to inefficiency in an organization, but aso confuson over
duties and respongbilities. This, in turn, can lead to animosity and higher than norma employee turnover
at the work place. Worse yet, poor position management can lead to the loss of essential pogitions. As
bad asthisisfor an organization, it's even worse for the family of the individua whose job has been
diminated.

Do dl position descriptions provide a perfect fit for the duties being performed? Not usudly. Infact,
it would befair to say that a pogtion description rarely matches “ perfectly” with the exact duties of the
person on the ground. Nor areall the duties spelled out. What a position description is designed to
do is give thelocation of the job, an overview of the position, and an accurate description of the level of
the work being performed. This provides the flexibility needed to account for the variations that exist
with like organizations. Amending or placing an addendum on an exigting position description can pro-
vide further flexibility. For example, this can be done to utilize an appropriate position description in a
location other than where it was originally conceived.

If the work thet is envisioned is o unique that no existing position description can be found or suffi-
ciently modified, an exception position description can be written. Thisis an extremely rare occurrence
and the process to get one approved isusudly quite lengthy. First, the exception position description,
aswdl asaletter of judtification, must be sent to the Office of Primary Responsbility at Nationd Guard
Bureau and gpproved. Then it must be forwarded to NGB Classfication Divison at Sdt Lake City,
Utah and gpproved by them aswell. Then, and only then, isthe Sate dlowed to utilize it.

Asyou can see, in Pogtion Classfication there is both congraint and flexibility. 1t'simportant to re-
member, however, that the condraints are largely legd. That’ swhy it'simportant to consult with HRO
if you have any questions concerning position classification or position management. Fed freeto call
CPT Bruce Protesto @ 609-562-0873 or SSgt Diane Hess at 609- 562-0870 if you need any assis-
tance.




FIRST IMPRESSIONS CAN LAST A LIFETIME
By Colleen Joseph, Personnel Staffing Assistant, 562-0871

There are many ways we make first impressions. Eye contact and body language when we meet
someone ese. The telephone is another common way to meet and evauate someone. Have you ever
talked to a person and formed an opinion or imagined whet they were like? The sameis true about
your gpplication.

Y our application isthe firgt thing about you that a progpective employer sees. Y our application can
tell the employer the following:

= Areyou neat?
= Do you take your time?
= How much effort do you put into your work?

Y ou are probably asking how do you get these impressions out of an gpplication? Takealook at a
recent copy of an application you have prepared, or your current resume. Isit typed or neatly written?
Did you put every detail required on the gpplication? Did you describe your duties, and the require-

ments of the positions you have hed? How did you meet these requirements? Did you take your time
to make sure everything was correct?

To insure that a prospective employer gets the correct impressions of your neatness, your motivation,
and your thoroughness, do and double check the following:

= Type, or neatly print your gpplication
Make sure al addresses and phone numbers are correct and current
Make sure you include starting and ending dates of al positions you have held
Describe your duties concisdly in language that is easily understandable.
Mail your completed gpplication so as to be received on time.

Y ou never get a second chance to make afirst impresson. Make the effort, and Good Luck!




